
WORKFLOW 
OPTIMIZATION 
TOOLKIT
for Better Public Agency Procurement Efficiency



Manual procurement processes cost public agencies 

time, increase risk, and slow down project delivery. This 

toolkit gives procurement teams the resources they 

need to standardize, simplify, and strengthen their 

workflows using best practices and ready-to-use tools. 

Use this toolkit to help you reduce delays in requisitions, 

communications, and approvals; eliminate repetitive 

and manual-heavy tasks; create more transparent 

and audit-ready procurement processes; and improve 

vendor relationships. 

Each tool builds on the last to guide teams from process 

identification to automation readiness.
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WHAT'S INSIDE

Workflow Mapping Template 

RFx Development Framework 

Approval Process Optimizer 

Procurement Calendar Template 

Evaluation Scorecard Template 

Communication Audit Checklist 

Workflow Modernization Action Plan 



PROCUREMENT 
WORKFLOW 
MAPPING TEMPLATE 
Visualize your current workflow from requisition to award 

to contract management, and identify decision points, 

handoffs, and bottlenecks. Then use this template to 

compare before and after process improvements.  

How to Use It
•	 Complete the current-state map with your team. 

•	 Highlight slow or manual steps.  

•	 Identify which processes require automation, templates, 

or standardization. 

DOWNLOAD THE TEMPL ATE

What's Included

•	 Editable flowchart of key stages (Requisition > 

Solicitation Creation and Release > Bid Open and 

Acceptance > Evaluation and Award > Contracts 

Management and Reporting 

•	 Blank template to map your current state 

•	 Fields for identifying bottlenecks, delays, and 

redundancies 

PROCUREMENT WORKFLOW 
MAPPING TEMPLATE 
Use this tool to visually document your 

agency’s current procurement workfl ow, from 

start (requisition) to fi nish (award or contract 

management, depending on your agency’s process). 

By mapping each step, you can identify bottlenecks, 

clarify roles, reduce duplication, and uncover areas 

that are ideal for automation or process updates. 

Step-By-Step Instructions

• Print or open the blank template (fl owchart format recommended). 

• List the stages of your procurement process in the left-hand column (example 

stages below).  

• Map the actions, responsible roles, and tools used in each step. 

• Highlight the pain points with color-coding or icons. For example: 

 − Red = frequent delays or challenges 

 − Yellow = partially automated or inconsistently followed 

 − Green = effi  cient and standardized, no changes needed 

• Mark automation opportunities with another color or icon. 

• Discuss fi ndings with cross-functional teams to build consensus on where 

improvements are needed and how to make them. 

Target Outcome Once complete, this map will help your team visualize ineffi  ciencies, identify inconsistent or 

manual steps, spot areas for digital transformation, and establish a baseline for workfl ow redesign. 
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https://info.planetbids.com/hubfs/2025%20-%20PlanetBids/Workforce%20Optimization%20Toolkit/Procurement%20Workflow%20Mapping%20Template.pdf


RFx DEVELOPMENT 
FRAMEWORK 
Standardize and speed up the creation of solicitations to 

eliminate from-scratch bid writing and provide clearer, 

more comprehensive scopes of work. 

Sections Covered
•	 Project overview 

•	 Submission instructions 

•	 Evaluation criteria 

•	 Required certifications 

•	 Contact information 

What's Included

•	 Reusable template for RFPs/RFQs 

•	 Drop-down options for common scope of work 

categories 

•	 Guidance prompts to ensure completeness and 

compliance  
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https://info.planetbids.com/hubfs/2025%20-%20PlanetBids/Workforce%20Optimization%20Toolkit/RFP_RFQ%20Development%20Framework.pdf


APPROVAL PROCESS 
OPTIMIZER
Automate and clarify the approval chain to speed up the 

process and eliminate unnecessary errors. Configure this 

template as a foundation for automated digital approval 

workflows. 

What's Included

•	 Conditional logic table (e.g., approvals based on dollar 

thresholds) 

•	 Routing workflow (who approves what, when, and in 

what order) 

•	 Communication guidelines for each stage 

How to Use It

•	 Map documentation flow

•	 Adjust decision table, role definitions and authority levels 

to fit your agency

•	 Complete checklist

•	 Build your own approval workflow to follow
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https://info.planetbids.com/hubfs/2025%20-%20PlanetBids/Workforce%20Optimization%20Toolkit/Approval%20Process%20Optimizer%20.pdf


PROCUREMENT 
CALENDAR 
TEMPLATE 
Track and manage deadlines, renewals, and upcoming 

solicitations to better strategize and more effectively use 

public funds. Share this with cross-functional teams to 

ensure transparency and accountability. 

What's Included

•	 Excel and Google Sheets-compatible calendar 

•	 Pre-loaded fields for: 

	− Bid release dates 

	− Evaluation periods 

	− Contract expirations 

	− Key internal review deadlines 

How to Use It

Follow this template to build your own procurement 

calendar, with key milestones and responsible parties, and 

share it with your team so they can understand expectations 

and scheduling.
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https://info.planetbids.com/hubfs/2025%20-%20PlanetBids/Workforce%20Optimization%20Toolkit/Procurement%20Calendar%20Checklist.pdf


EVALUATION 
SCORECARD 
TEMPLATE 
Simplify and standardize bid evaluations for more accurate 

calculations, better collaboration between evaluators and 

teams, and more transparency for the public. 

What's Included

•	 Weighted scoring matrix 

•	 Auto-calculating formulas for evaluator input 

•	 Role-based access for each evaluation participant 

Features

•	 Customizable for different solicitation types 

•	 Reduces errors in manual scoring and improves audit trail 

visibility 
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https://info.planetbids.com/hubfs/2025%20-%20PlanetBids/Workforce%20Optimization%20Toolkit/Procurement%20Evaluation%20Checklist.pdf


COMMUNICATION 
AUDIT CHECKLIST 
Identify gaps and create better vendor relationships by 

improving the way you release solicitations and addenda, 

respond to Q&As, accept bidder pre-qualifications and 

certifications, and manage post-award performance. Use 

results to guide platform adoption or upgrade decisions. 

What's Covered

•	 Are all addenda delivered through one system? 

•	 Do vendors receive automated deadline reminders? 

•	 Is there a centralized history of communications?  

•	 Are vendor questions answered through a secure, 

logged platform? 

Sections Included

•	 Pre-Solicitation

•	 Solicitation Period

•	 Submission and Evaluation

•	 Post-Award and Debrief

•	 Evaluation Summary
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https://info.planetbids.com/hubfs/2025%20-%20PlanetBids/Workforce%20Optimization%20Toolkit/Vendor%20Communication%20Audit%20Checklist.pdf


WORKFLOW 
MODERNIZATION 
ACTION PLAN 
Tie everything together into a prioritized roadmap, and 

get a modernization plan your leadership can approve and 

implement. 

What's Included

•	 Step-by-step guide to transitioning from manual to 

digital procurement 

•	 Suggested order of operations (e.g., start with 

mapping, then approvals, then evaluations) 

•	 Timeline template with key milestones 

•	 Tips for change management and stakeholder 

communication 

How to Use It

•	 Assess your current workflow to understand what 

processes look like today.

•	 Find areas to standardize and simplify.

•	 Identify and prioritize automation opportunities.

•	 Educate your team on changes.

•	 Execute automation plan in digestible chunks.

•	 Adapt and adjust new processes overtime.
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https://info.planetbids.com/hubfs/2025%20-%20PlanetBids/Workforce%20Optimization%20Toolkit/Workflow%20Modernization%20Action%20Plan.pdf


WHAT'S NEXT?
Procurement transformation doesn’t happen all at once, but 

these tools can accelerate your team’s shift from reactive to 

proactive and from completely manual to fully automated. 

Want to go further? PlanetBids provides a purpose-built, end-

to-end platform designed specifically for public procurement 

teams, with all these workflow features built in. From automated 

approvals to bid specification libraries, our software is built to 

help you streamline operations, boost vendor relationships, and 

improve strategic planning. 

Book a Demo to Learn More


